




1. GO TO THE OUTLOOK ADDRESS BOOK AND 

CHECK YOUR INFORMATION FOR ACCURACY

2. OPEN THE ADDRESS BOOK

REVIEW YOUR PROFILE FOR ACCURACY

http://MyDirectory



3. TYPE YOUR NAME AND CLICK “GO,” THEN 

DOUBLE-CLICK YOUR NAME IN THE RESULTS 

LIST TO VIEW YOUR PROPERTIES

REVIEW YOUR PROFILE FOR ACCURACY

http://MyDirectory



4. YOUR PROFILE DETAILS WILL APPEAR

REVIEW YOUR GENERAL INFORMATION FOR 

ACCURACY

REVIEW YOUR PROFILE FOR ACCURACY

http://MyDirectory

BE SURE TO CHECK THAT YOUR PHONE NUMBER 

IS THE BEST WORK NUMBER TO CONTACT YOU 

DIRECTLY, AND THAT YOUR ADDRESS AND TITLE 

ARE THE MOST RECENT



5. NEXT, REVIEW THE ORGANIZATION TAB TO 

ENSURE THAT YOUR MANAGER AND ANY OF 

YOUR DIRECT REPORTS ARE CORRECT

REVIEW YOUR PROFILE FOR ACCURACY

http://MyDirectory



6. CHECK THE PHONE/NOTES TAB TO 

ENSURE WE HAVE THE MOST ACCURATE 

MEANS OF CONTACTING YOU AND/OR 

YOUR ASSISTANT

REVIEW YOUR PROFILE FOR ACCURACY

http://MyDirectory

NOTE: YOUR ARE NOT REQUIRED TO 

PROVIDE YOUR HOME NOR PERSONAL 

MOBILE PHONE NUMBER



1. GO TO http://mydirectory

a. IF PROMPTED TO LOG IN, ENTER YOUR COMPUTER 

LOGIN USER ID AND PASSWORD

2. SELECT EDIT PROPERTIES

UPDATE YOUR PROFILE IN MyDirectory

http://MyDirectory

Your Name



3. ONCE YOU HAVE COMPLETED MAKING 

ANY CHANGES, CLICK “SAVE” TO UPDATE 

THE ADDRESS BOOK.

THE “SAVE” OPTION WILL BE GRAYED OUT IF 

ANY REQUIRED FIELDS ARE MISSING OR 

INVALID.

FIX THE ITEMS UNDERLINED IN RED TO RE-

ENABLE THE SAVE OPTION.

UPDATING YOUR PROFILE IN MyDirectory

http://MyDirectory

NOTE: TO ENSURE CONSISTENCY 

AND AVOID COMMON ERRORS, 

FIELDS WITH ICONS WILL REQUIRE 

YOU TO SELECT FROM A LIST TO 

UPDATE. FIELDS WITHOUT ICONS 

MAY BE UPDATED MANUALLY.


